
Royal Society of New Zealand

POSITION DESCRIPTION
Media Advisor
Science Media Centre 

Full time
POSITION PURPOSE

To support the Science Media Centre by interacting directly with media, writing and distributing news releases, email newsletters and information for the Science Media Centre website and organising and promoting events.
RELATIONSHIPS

Reports to:   
Manager, Science Media Centre
Relationships:

Internal:
All Science Media Centre staff, Science Media Centre Establishment Board,  RSNZ Staff including Senior Management, Communications and External Affairs Teams

External:
New Zealand Media, New Zealand Research Institutions and Individuals, New Zealand Science Business Community, Ministry of Research Science & Technology, other  Science Media Centres, Journalism Training Schools and other RS&T stakeholders.
FINANCIAL AUTHORITY
Nil
Salary Range $60 - $65k 
	KEY ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	Communicating with New Zealand media
	· Successfully dealing with media enquiries, providing information and contacts to enable journalists to complete science-related stories.

· Proactive targeting of media with science stories and topics relevant to their outlet and medium

· Expanding network of relationships with New Zealand media - from reporter through to editor level 

· Understand the needs of general reporters who are not science specialists but covering complex science-related issues.

	Generation of Science Media Centre content
	· Generation of material for, and updating of information on Science Media Centre website

· Coming up with original ideas and proposals for science-related briefings and alerts.

· Edit and distribute Science Media Centre publications, including SMC Alert press releases, scientific backgrounders, newsletters and promotional material to agreed deadlines.
· Editing scientific content provided by experts the SMC works with.

· Originating new written material quickly and to a high standard.

· Broad knowledge of all Science Media Centre activities so that ideas and programmes can readily be described and communicated to broader audiences.

· Media releases and proactive pitches are utilised by targeted media outlets

· Ability to travel on occasion around NZ

· Monitoring of New Zealand media output to assist with agenda-setting for SMC editorial material.

	Assisting and facilitating event organising
	· Able to host physical and virtual SMC media briefings using the technology available to the SMC.

· All aspects of event planning and booking are attended to in a timely manner.

· Events organised meet expectations and are within approved budget

	Communicating with the science system
	· Develop an in-depth knowledge of the areas of scientific expertise available in the New Zealand science system.

· Assist in populating and maintaining the SMC expert contact database.

Liaise with the SMC’s scientific advisory panel to ensure a high quality of SMC output.


	KEY VALUES/COMPETENCIES
	POSITION SPECIFIC REQUIREMENTS

	Teamwork 

Builds cooperative effective relationships internally and with other external individuals and groups and takes responsibility for facilitating positive outcomes.  Ability to network widely and form partnerships across government, science, creative and business sectors.

Participate effectively as team members in wider, diverse and cross-disciplinary teams, which may involve external participants.
	· Builds co-operative effective relationships internally and with external individuals and agencies

· Ability to network widely and form partnerships across government, science, creative and business sectors

· Makes time to actively coach and mentor staff, giving advice and providing feedback on a regular basis, demonstrating skills to newcomers, identifying strengths and opportunities for development of team members

· Encourages contributions by being receptive to new ideas, listening to everyone’s opinions and explaining why some contributions cannot be acted on



	Delivers  Results 

Achieves results by working collaboratively with a range of individuals within the organization. Can demonstrate a high level of attention to detail. Has a commitment to achieve at a high level at all times.

Self-motivated with ability to work with little or no supervision.


	· Takes responsibility to achieve personal, team and Society goals

· Sets clear and realistic objectives

· Clearly identifies and organizes priorities, tasks and resources

· Stays focused

· Takes responsibility for delivering high quality results

· Extends oneself

· Meets deadlines

	Relationship Management 

Takes responsibility for developing and maintaining relationships that enhance their performance and further the Society’s goals. Relates well to people inside and outside the organization and builds appropriate rapport.

Proactive in relationship building.
	· Takes responsibility for developing and maintaining relationships that enhance their performance and further the Society’s goals

· High level of interpersonal skills in interactions with all levels of staff, councilors, Trustees and external contacts

· Proactive and effective management of internal and external relationships



	Health and Safety 

Accept responsibility for and demonstrates commitment to, maintaining personal health and safety by ensuring that work habits and practices are safe and adheres to the Health and safety policies of the RSNZ
	· Demonstrates an awareness of Personal health and safety in work place and in relation to work habits 

· Has either led or proactively contributed to the Health and Safety activities within their team or across the Society. 


Technical / Professional Knowledge and Experience

· Minimum 5 years experience in the production of quality documents to a publishing standard
· Skilled at time management demonstrated by effective prioritisation of tasks and meeting changing work pressures and deadlines
· Experience in Project Management and Promotional activities
· Commitment to achieving at a high level at all times
· A tertiary science qualification at University or equivalent body is of critical importance – advanced qualification is preferred

· A post graduation qualification in journalism desirable; lacking that, experience in journalism or science communication
· A high level of general knowledge is required
· An ability and willingness to learn quickly

· Experienced in using a variety of information technologies 

· Experience of using Word, Excel, Powerpoint
· Experienced using databases

· Experienced loading web content

